ADE Quick Reference Guide
EMS

Calendar of Events: Event Registration

This Quick Reference Guide will take you through the process of registering for an event
using the ADE Calendar of Events.

1. The ADE Calendar of

Events (COE, also known Filter Options Search
as Event Management

System) can be accessed 1
at ‘i Calendar of Events / /A

Program Areas: Audience: Grades:

httpS//emsazedgov -All- . [v| -All- v None selected -
E & Conference & | & workshop/Training ™

O online Course &

= Calendar View =Tist View

Today | « | » July, 2015 Week | Day

2. In Order to flnd an event In Monday — Tuesday — Wednesday — Thursday — Friday — Saturday — Sunday —
the COE, you may use the

search feature, narrow v = = = o . -

events that display on the
calendar by using the
COE filters or go directly

to the date Of the tralnlng ANAfWaithistedSla(i; = = = »
date.

27 28 20 30 31

*If going directly to the . -
training date, make sure

the event is not removed

by the filters.

ND Test Event - Fall

e
SAD-EVENT TESTING
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3. Click on the event in

order to access the
event details.

In order to register for
an event, click on
“‘Register Now” .

5. You will be asked to

verify that you have an
ADE Connect. If you
have an account, click
“Yes” and log in to your
ADE Connect. If you
do not have an
account, click “No” and
you will be directed to
create an account.

System

= Print

Event: How to Apply for the Child and Adult Care Food Program

Keywords: food program adult child care

Section Name: August

Description: View Event Details
this class is for the owner or administrator of licensed child or adult day care ~
centers wishing to apply for participation in the child and adult care food

program (cacfp} to receive reimbursement for serving well-balanced meals and
encourage good eating habits in a cacfp setting.

interested organizations must send an owner or administrator responsible for

Program Area: Child & Adult Care Food Program
Subject: Other
Associated Grade Level:
Event-Section

Type: Workshop/Training
Start Date: August 5, 2015
Seats Available Status: Open Capacity: 20 Seats
Cost/Fees: Fres Clock Hours: 0
Location: 3300 N Central Avenue, Phoenix, AZ 85012

Venue URL: hitp://

End Date: August 5, 2015

Section TD:6

Cancellation Policy W Register Now ’

Event ID:4

Contact Details

Do you have an ADEConnect Account?

[e=]
If you do not have an ADECennect account or only use your Student
Information System to access ADEConnect, you are required to create an
ADEConnect sign-in account to access Calendar of Events.
Once you have completed the ADEConnect registration process, you will

need to add the event to your to your cart again. You will need to perform
this registration step only once for all future registrations.
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6. Once you are logged
in, you can find the
event within your Admin EMS
shopping cart. Click on EmsAdmin
your shopping cart to . .
find all events you l Headlines ‘
selected, but have not
completed the
registration.

7_ TO Complete Registration Confirmation - piease confirm the events that you have selected for reglstration.
registration for an Fee
event, click on
"Proceed to Checkout”.

Total Amount Due: $0.00

= Proceed to Checkout

8. Provide any special Additional Details Tott Amoun pue: $20.00
aCCOm mOdatiO n nnswm h.nvu any diatary restrictions?
. . pecial Dietary Requests
information necessary,
including dietary
restrictions (if Doy e syt ot
applicable to the e
training).

9. Complete billing
information. An event fiting Information p————
may be purchased via
check, purchase order R P R a
or credit card. If
purchasing via o oy
purchase order or
check, please provide — =
the purchase order or | '
check number at time -
of check out. e
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10.Click “Yes” to confirm
your payment method.

11.Click “OK” on the
verification in order to
close the event
window.

12.To access your
registered events, go
to your “Home” screen
by clicking the three
orange lines in the top
right corner of the COE
window and clicking
‘Home”.

13.From here, you may
review event details
and/or cancel your
event registration.

Created: 7-Aug-15

A

Do you agree with the terms and conditions and the amount

due {$20.00)7
«

® Confirmation

Your registration was processed successfully. You will receive a confirmation email

shortly.

# Home
- & Calendar of Events
+ Mark Attendance

# Enroll Participants

[E Reports

#* Manage System
# Options
'l Headlines

@ Logout

‘ A My Events

[ il O waitlisted O Completed O Atrended | O Missed | O Withdrawn O Cancelled ‘

£ List View & calendar View

Writing and Solving Story Problems in K-2 - Phoenix
On: 8/17/2015 €:30 AM

Venue: 3300 N Central Avenue Phoenix, AZ 85012
Registered On: 7/20/2015 10:08 AM

i Add to Calendar | @ Share

On: 7/22/2015 8:30 AM
Venue: 3300 N Central Ave Phoenix, AZ 85012-2501
Registered On: 7/17/2015 10:18 AM

m SAD-EVENT TESTING - Section Meeting

% cancel Registration

B Add to Calendar | @ Share
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